-

RECORDS MANAGEMENT DIVISION

OFFICE OF THE SE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT 'SF ARCCR:II;:*S“ASS ﬁ‘l’géﬂy

INSTRUCTIONS: See Publication No. 76—-RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capatol Avehue Atlanta, Georgia, 30334,
Attention: Scheduling Section. .

FOR AGENCY USE Agency Addre

FOR RECORDS MANAGEMENT USE

S De'“r ent ¥ Education
Application Date (A - Application Number

office of Instructional Services
Division of Instructional Media Services gi; 5"5 9

Application Number Media Field Services, #2054 Twin Towers E.| Dste Received Date Completed

Atlanta, Georgia 30334 ‘ ) DEC 1 2 1982 h? g 9 1983

2. Person to Contact Working Title Telephone Number
Betty Gragg Secretary/Senior 656-2418

3. Action Regquested

a. [ Estwmabusn Retention Schedule; record will continue to accumulate,
b. [0 Dispose of present accumuiation: no further accumulation anticipated.

c. 3 Amend Application No. ' Check One: 0 Change: O Supercede; T Void
4, Dates of Series 5. Records Sevies Titie (followed by title used in office; if different)
Earliest Latest
1965 : L ‘"To date Statewide Media Documentation Files
&. Division and Office Function What is the function of the Division and the Office in which this record series is created?

Media Field Services provides consultative and technical assistance in planning,
organizing, aéministering and evaluating media programs in local systems, implementing
State Board Peclicy on instructional materials and equipment in local systems, conducting
workshops for media personnel, working with colleges, CESAs and others to improve media
program development, and reviewing and making recommendations concerning plans for media
facility renovation and construction. .

17 Recoru' Senes Desulptnon "“This file contains the folIowxng doa.lrnents finclude form numbers_ and m!es if any) T
; T "Attach samples of the file. - o Tm
Documents reiatmg to: Maintaining current 1nFormat10n on the types and amounts of :Lnstructxonal

materials and equipment in local schools.

Included are:

Annual Instrucitionzl) Resources Surveys from each local school system, other statistiecs
related to the development of media nrograms, and related documents. Also included are

Statewide Summary Reports which give statewide fotals of data compited from individual
surveys.

File is arranged: Alphabetically by system. -

[

8. Monthiy Reference Rate How often are records referred 1o whict are:

100
One to six monthsold _—__________; Seven to twelve months old ; Thirteen to twenty-four months old :
Twenty- -five months and older_____ ?

9. Annual Rate of Accumuiation of Hemrds

1
Letter-size drawers — . ;legalsizedrawers _____... _ ;Shelves ____. _ ; Other (specify)

. AR—50—7%; Rev,76 e e i {Owver}




YES | NG | 10. Questionnaire {Place an “X' in the oroper eolumn)
a. Is this the official copy of the series?

A i net, where is it?
X b, Does the series contsin contfidentis information requiring security handiing? U es, cite law of resuiation,
i _
X ¢. ls this & vitzi recorg? , {
L X d. Does this seties have histpriczl or iong term research value?

n/al When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documente be ccheduled spoarateiv? . 7
X | £ !sshe information contained in this series ever putlishe@? If ves atiach coov.

g s the information contained in this series evar an s2lyzed andfor recorded in & summarized report?
X If ves, attach copy.

X h, Is there 2 duplication of this series in your office, or in another office or agency?
If ves, where?
X | i 15 this series for 2 major portion of i1l reqularly microfilmed?
w11 Does the record series result in 3 computer printout? - .
11. Retention Requirements The following requires the series to be kept:

a. Sute Law years. . d. Audit period years.
b. Statute of limitation : vears. e. Administrative need h! years.
¢. Federal law vears. {. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need,

12. Aporaved Disposiiion Instructions This agency recommends that the file serieS be cut otf at the end of each:
O Caiendar Year; T Fiscal Year; 30 Other _See below then,

"3 Hold in the current filesarea _______ month(s)
O Transfer to iocz! holding area, hold year(s); then
0 Transfer to State Records Center;hold —_______vyearls): then
5 Destroy.
& Transfer to State Archives for permanent retention.
O Other (Specify} :
Annual ;pstmctional Resources Surzeys : gu; off f ile when Stetemde Sma‘ry Ileport J.S gg’:g_leted 5

~ ., .then destroy. = o= - : = = R == :

Statew1de Summa;y"Report. (1) pIaee record copY 1n.0ff1ce of Instrucﬁlonal Serv1ces SubJeet
" File series; and (2) hold teference copy in office until no longer needed for reference,

then destroy.

year(s): then

P

These instructions apply to all prior and future accumulations of the series. |
Agency Head/Designee (Signature) _ Date Records Management Officer (Signature) Dare 4
7 .
Q(, Wg//rzm, 4429 AZ/J/XX w""’ﬁ”"’ £ &Wﬂﬂm 13/, °/ f2 |
7 T . /
te Records Committee (Signature] Date

Recommendations in para- S /y.
graph 12 are approved, _ State Auclitor/Designee W~ : 27 P J

fIf cisspproved, attach letter

of explanation.) ﬁuetary of State/Designee édwmd w.!.l/dN\- 7’/3 /f 2
' Ld

Attorney General/Desicnee W——’ - G g_%

AR—50.33. Aev.78 ) {Reverss Ecej 7 R




